
Welcome!!

 To a monthly live link to the Bureau of Nutrition and 

Health Services for new and not so new school nutrition 

managers.

 To a forum for you to ask questions and get answers.



Housekeeping

 Handouts posted on website

 All participants are muted. 

 To ask a question, click on Questions & Answers



Q&A



This Webinar and Training Documentation 

FOR USDA Professional Standards

– Document the time you spend watching this webinar or other 
webinars presented by our Bureau.

– Participation Documentation in handouts

– Learning Objectives for today are under Free and Reduced 
Price Meal Benefits (3100)

– 3110 - Certify, process, and verify free and reduced price 
meal eligibility benefits in compliance with Federal 
regulations 



Monthly Memo REVIEW

 Sent to designated Authorized Representative 
and Food Service Director in IowaCNP

 Contact patti.harding@iowa.gov to receive 
these

 History for last 5 years on

– https://www.educateiowa.gov

mailto:patti.harding@iowa.gov
https://www.educateiowa.gov/




2016-2017 

Iowa Free & 

Reduced Price 

Application 

Materials

Deb Linderblood, MS, RD, LD. 



Have You Seen the 2016-2017 

Application for Free and Reduced 

Price Meals?



Why A New Application Format?

– On April 13, 2015 USDA released memo SP 33-2015:  

Revised Prototype Free and Reduced Price Application 

and Materials:  Policy Changes and Design Overview

– Prototype Application for Free and Reduced Price Meals

– Prototype Information letter 

– Instructions document



– To  make it easier for families to complete so they can 

provide accurate information

– States encouraged to use the prototype to support 

access to school meals

– Especially for children whose parents may have limited 

literacy

– To strengthen program integrity

USDA’s Goal 



Background

– Based on feedback gathered over time, USDA 
determined it would be useful to revise the prototype 
application format

– Engaged with The Innovation Lab at the Office of 
Personnel Management (OPM Lab) 

– To explore ways to improve the usability and overall design

– Added focus on enhancing program integrity



Human Centered Design

– OPM Lab employs an approach to problem solving 

known as Human Centered Design

– Is a philosophy

– Is an iterative process

– Focuses on the needs and motivation of the people who 

use any given product



HCD-Based Process

– Involved research on application design practices

– Stakeholder interviews with State and local officials

– A review of existing regulations

– Most importantly 

– A series of focus tests with parents likely to fill out a free 

and reduced price school meals application



– For SY 2015-2016 the decision was made to wait one year before 
implementing an Iowa Prototype Application similar to USDA’s prototype

– See if USDA made revisions after their prototype was used for a year

– Get feedback from other states that had developed a prototype similar to 
USDAs

– South Dakota

– Nebraska

– Kansas

– Colorado

– Utah

Iowa 



2016 Revised Edition

– On April 29, 2016 USDA released memo SP34-2016:  Revised prototype 
Free and Reduced Price Application Materials for SY 2016-17

– Revised edition of the Prototype Application for Free and Reduced Price 
School Meals

– Grade field was added to the children’s reporting section 

– “For school or District Use Only” section was added

– “Sources of Income” Charts were removed from the instructions and added to 
the application

– Prototype letter to households

– Prototype application instructions



Required Modifications-Child 

Income

– In the past USDA’s prototype application requested 
individualized income reporting for each child

– Streamlined income reporting for all children into a single 
reporting field

– Households need to report the total gross income earned by 
children/students

– Intended to reduce confusion when completing the 
application and reduce clutter on the application



Required Modification-No 

Income

– Indication of No Income 

– In the past applicants had to obtain an indication of no 

income, such as requiring applicants to write a zero in each 

applicable field or mark a “No Income” box

– If income field was left blank, that application was considered 

incomplete

– Resulted in administrative burden for SFAs in making 

unnecessary follow-up contact with households



– Applications still needed to request that applicants write a 

zero when there is no income to report, but will no longer 

require a separate indication of no income

– Instead, applications must provide instructions that any field 

left blank is a positive indication of no income and certifies 

that there is no income to report

Required Modification



– Effective 2017-2018:  the application must be structured to ensure that 

only households applying on the basis of income are requested to provide 

the last four digits of an adult household member’s Social Security 

Number or indicate a lack thereof

Required Modification 2017-2018



Recommended Modifications

1. Income reporting in whole dollars

A. Simplifies income reporting

B. Round off amounts to the nearest whole dollar

(drop amounts under 50 cents and increase amounts from 50 to 99 cents 

to the next dollar)

2. Separate reporting for children and adults

A. Separate reporting for infants, children and students up to grade 12 from 

those for adult household members

B. Is intended to reduce the risk of duplicate entries and make it easier for 

households to accurately list all members



More Recommended 

Modifications

3. Total household members reporting field

A. FNS recommends including on the application a field for 
households to report the total number of members present in 
the household

a. Intended as an accountability safeguard

b. Encourages households to report all members who are present

c. Alerts reviewing officials to discrepancies in the number of 
household members reported



Policy Clarification

– USDA Non-Discrimination statement is a required part of the application

– New version is available on IowaCNP under download forms

– 11 point font is the ideal font size

– A font size as small as 9 point may be used

– If the document is a one page document, the font size must be the same as the rest of the font used to 

maintain equal importance

– Racial/Ethnic survey also required



Designing Iowa’s Application

– Goals

– Add all required elements that had not been on Iowa’s prior 
version

– Income reporting for all children into a single reporting field

– USDA and Iowa Nondiscrimination Statements

– Retain the “For Administrative Use Only” section

– Keep the hawk-i section

– Add the web site for the translated application materials



Iowa’s Application



Iowa’s Application-Page 2



Supplemental Worksheet



– Application materials re-grouped

– Milk Program 

– RCCIs

– Schools

– Spanish

IowaCNP-Download Forms 



Iowa’s Information Letter

– Frequently Asked Questions About Free and Reduced Price School Meals

– In the past this has been referred to as the “Parent Letter”

– Three version

– Public/Nonpublic schools

– RCCIs

– Special Milk Program

– Modify with your information 

– On the school and special milk program version take off number 6 if you 
do not have an online application



School Information Letter



Iowa’s Instructions On How To 

Apply

– Document is similar to the prototype released by USDA in 2015

– Four page document

– Provides specific instructions for each Step of the application

– In 2016 USDA was able to shorten their prototype instructions to 

a two page document

– Tables with Sources of Income for children and sources of income for 

adults was moved to the back of the application

– At this time Iowa is unable to develop a two page document due to 

space constraints



Modifications to Iowa’s 

Application/Information Letter

– If SFA modifications are made to Iowa’s application or 
letter to households, SFAs must have their modified 
versions approved yearly by the State Agency

– This does not apply to adding your school name, address, 
phone number and prices

– Complete an Approval Request Form-Revised or scannable 
applications

– E-mail the completed request form and modified 
documents to Deb Linderblood



– If a SFA utilizes an online application system, the system 

must be approved each year prior to the beginning of the 

new school year

– Complete an Approval Request Form-Online Applications

– E-mail the completed form to Deb Linderblood

Online Applications



Iowa’s Notification Letter

– Continues to be one letter that can be used for:

– Households approved for Free or Reduced Price meals

– Households who are directly certified

– Households who are denied benefits



Notification Letter Addition

– Section to inform households of a change in benefit 

status that results from:

– Findings at an Administrative Review

– SFA finds an error in the benefit status after the initial 

determination is made and an initial notification letter has 

already been sent



– This was added due to review findings that SFAs were not adhering 
to the Eligibility Manual guidance on the length of the appeal 
period, as well as when to increase or decrease benefits

– Must increase benefits within three operating days from the date of 
the letter

– Household must request a hearing within 10 calendar days from the 
date of the letter if there is a decrease in benefits

– Must decrease benefits within 10 operating days following the appeal 
period

Review Findings



Approval

– SFAs who use a revised version of the State Agency’s 

Notification Letter or use a letter generated by their 

point of sale system must obtain yearly approval from 

the State Agency

– Complete an Approval Request Form-Notification Letters

– E-mail the completed request form along with each type of 

letter (free/reduced price, directly certified and/or denial) 

to Deb Linderblood



Approval Request Forms



Upcoming Webinars

– July 14, 2016 from 9:00 a.m. – 11:30 a.m.

– Application Approval and Direct Certification 

– July 27, 2016 from 1:00 p.m. – 3:30 p.m. 

– Application Approval and Direct Certification 



Upcoming training opportunities

What’s New in School 
Nutrition – August 22

– Welcome to SY 2016-17

– Review of Calendar

– Training Guidance and 

Resources

New Managers Orientation 
in Ames (July 19-21)

Healthy School Meals Short 
Course in Ames (July 20-21)



Best Practice Presentations, Peer Mentors, 

Creating an Action Plan

September 27-28, Ankeny, DMACC

FFA Enrichment Center

Best Practice Presentations, Peer Mentors, Creating an Action Plan



USDA Nondiscrimination Statement
– In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and 

employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, sex, disability, 
age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA. 

– Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign Language, 
etc.), should contact the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact 
USDA through the Federal Relay Service at (800) 877-8339. Additionally, program information may be made available in languages other than English. 

– To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at: 
http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the information 
requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by: 

– (1) Mail: U.S. Department of Agriculture 

– Office of the Assistant Secretary for Civil Rights 

– 1400 Independence Avenue, SW 

– Washington, D.C. 20250-9410;

– (2)  Fax: (202) 690-7442; or 

– (3) Email: program.intake@usda.gov. 

– This institution is an equal opportunity provider.



Thank You



Questions

Deb Linderblood
deb.linderblood@iowa.gov

515-281-5663

mailto:deb.linderblood@iowa.gov

